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I. If using eVA for the first time, it is suggested to run the eVA optimizer first 

A. Go to the eVA home page and click ‘Supported Browsers & Settings’ link 

 
 

B. Scroll to the bottom of the redirected page and click ‘eVA Browser Optimizer for Windows Internet 
Explorer 8 & 9 – BUILD 26 – Updated 8/2/2013’ link 

 
 

C. Click ‘run’ then click ‘run’ again 

    
 

D. Click the ‘START’ button 

 
 

E. When the optimizer is done, click the ‘EXIT’ button to close the screen 
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II. CREATE A NEW eVA REQUISITION/ORDER 

A. Login into eVA: www.eva.virginia.gov 

 
 

B. Click on the eMall (Shop Now) link 

 
 

C. HOME PAGE: Click ‘Requisition’ under Create in the Common Actions box 

 
 

D. In the search box, enter ‘vdc’ and click the Search button, then click the ‘Virginia Distribution Center 
(VDC) Punchout’ link to redirect you to the VDC punchout Home screen 

 
 

E. NOTE: There are 2 ways in which to enter orders 
1. BULLET II: Start New Order (regular way for Customer entry) 
2. BULLET III: Quick Order (quick/fax entry) 

 
 
 
 
 

http://www.eva.virginia.gov/
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III. REGULAR ORDER ENTRY INSTRUCTIONS 

A. HOME page: click ‘Start New Order’ 

 
 

B. ORDER ENTRY page: select customer and enter products 
1. Click the download button by ‘Customer’ to select the customer wanted 
2. Enter the correct date the order is to be shipped/delivered to customer 
3. Type the VDC product number and tab to load product information, or if the product is not 

known, the search method can be used (see section V.A thru V.D) 
4. Enter the quantity wanted, tab 
5. Repeat steps 3 and 4 to enter additional items 
6. MSDS NOTE: in the MSDS field, click the symbol to open the MSDS sheet for the hazardous item 

 
 

C.  Order Comments: click to add comments such as a PO number or delivery instructions 

  
 

D. Save Order: click to save and work on later  
E. Clear: click to clear and start over 
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F. Add to Cart: click to submit order when order is complete  

1. You will be redirected to the ‘SHOPPING CART’ screen 
2. If additional items need to be added, click ‘Back To Shopping’ and add more items 
3. If all information is correct and ready to submit order, then click ‘Check Out’ 

 
 

G. Review the order summary, click ‘Place Order’ to submit the order back to eVA. A message will appear 
‘Order Placed Successfully’, click ok to close message screen 

 
 

H. Click ‘Checkout’ once you have been returned to the eVA portal (NOTE: the PR requisition number) 

 
 

I. Scroll down to review the details of the requisition, enter the date the order needs to be delivered 
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J. COMMENTS: enter the comments needed and check ‘Visible to Supplier’ if the comment is relevant for 

order fulfillment then click ‘Submit’ to submit the order  

 
 

K. You will be redirected to a screen with options regarding the submitted requisition 
1. Print a copy of the request for your records 
2. View the status of the request (NOTE: Ordering may require multiple approvers before order is 

fully submitted) 
3. Add labels 
4. Create another request of the same type 
5. Return to the Home page 

 
 

L. To see what eVA order number has been created, click ‘View the status of this request’, then click on the 
Orders tab on the screen that opens 
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IV. QUICK ORDER ENTRY INSTRUCTIONS: Optimal for large orders 

A. From the Home page, click ‘ORDER’, then select ‘Quick Order’  

 
 

B. Select the customer 

 
 

C. Enter the product number in the Product field, tab then enter the quantity in the Quantity field. Tab to 
enter more items. 

 
 

D. Click ‘Validate’ to load the products, click ‘Checkout’ when done 

 
 

E. Follow steps III.H through III.L to complete the order process 
 

V. PRODUCT ADVANCED SEARCH METHOD: Used when you don’t know the product number (See step III.B) 
A. Click ‘Advanced Search’ tab 
B. Enter description of product then click the Search button to list products matching the search criteria 
C. To filter the search and narrow the number of products listed, enter additional information in the boxes 

directly above the products and click the ‘Filter Results’ button 
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D. Once the search displays the item you are looking for, enter the quantity needed and click the ‘Update’ 

button to add the item to your order (NOTE: you are then taken back to the order entry screen) 

 
 

VI. OPEN ORDERS REVIEW/EDIT:  (NOTE: completed orders do NOT appear in the ‘Open Orders’ section) 
A. Orders saved to be worked on later will appear in the ‘Open Orders’ section 
B. Click the note pad under ‘Update Order’ to edit or complete an existing open order 

 
 

VII.  RECENT ORDERS REVIEW 
A. Open orders downloaded to ERP will appear in the ‘Recent Orders’ section with a new order number 
B. Click ‘Repeat Order’ to create an exact copy of a previous completed order 
C. Click ‘Re-Order’ to create a new order from an old order but with edits 

 


